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; » OFFICE QOF GENERAL SERVICES

REPORT OF OPERATIONS

TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch

SUBJECT: Monthly Report of Operations for the period ending
31 October 1953

A, Personnel On Duty Vacancies In Process

Office of Chief 25X1
Reds. Mgt. Section '
Rcds. Center Section
Mail Control Section

1. No. on leave three days or more: .
Records Mgt. Section- 25X1
Mail Control Section-
Records Center Sec.-

2. No. on special detail out of office 1 . How long?
' Records Mgt. Section- O

Records Center Section- O

Mail Control Section- 1

3. Where: One man in Transportation Division as full time courier. .

4. No. pending resignation, transfer and/or reassignment:
Records Management Section- 25X1
Records Center -
Mail Control -

5. Specific cases on item 4 not in previous reports. -

. .
6. New applicants interviewed 1 . Recruited by Personnel_ 1 .
Recruited by this office___=
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- B, Adwinistration end Problems:

Records ment Section - Representatives of the various offices
or c ne itecords Branch is performing services are
being contacted to obtain approval for that portion of the Ceneral
Services Office records control schedule. There are: still some
winor differences in each of these offices to be settled. With the
approvel of the sections of the schedule pertaining to the Office
of the Chief and the Machine Records Branch, a records control
schedule for the entire Geperal Services Office vwill be complete.

Thirteen Area Records Officers in two separate sessioms,
attended a training course given at the V. M. Repository. The pur-
Pose of this training was to permit the Area Records Officers to
become familiar with the material from their offices on file at the
Repository; to impress upon them the part that they would play in
withdraving these records in the event of an emergency; and to
thoroughly familiarize them with the procedures and inventories in
o:ldgrdtg Permit ready identification of waterial that might be
called for.

Through case studies, training in inventorying, snd preparstion
of records control schedules have been given to the Area Records
Officers of the Office of Comptroller and Security Office.

NSC Records Control Schedule - All records weinteined in the
Central Registry have been listed ani initisl appraisals have been
uade. We bellieve that this represents & wajor portion of the NSC
records but there are several aress still to be inventoried but in
vhich approval for the survey is still pending. | has
requested that the survey team offer any suggestions for the im-
provement of their communicetions and records systews.

A survey was made of the files of OIC for the purpose of estab-
lishing tbe proper subject.nmumeric file clsssifications to use in
adopting the Agency system for this office. Frow the work sheets
prepared during the survey, s file manual applicable to this parti-
cular office is now being developed.

The initial delivery of 2 security desk trays has been mede
and have been assigned to various offices for triel. The imitial
reception to the boxes has been favorable. We are nov preparing
Gescriptive material for use in carvassing the various offices of
the Agency to determine current needs and sn estimete of savings
vhich can result through the use of the boxes.

Records Center Section - ThMMBrwrb Center activities from
[ has been cowpleted. In waking
this change, a number of removations in the | | were
necessary and have been completed. The principal chenge wvas dividing
the floor area into four separate vaulted sreas with a passagevay
to be used by the guard in petrolling.
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The steel shelving that was previously located at| |  25X1
has bheen installed in Rosslyn and is nov in use. A par

; very
on nev shelving has been wade snd it is snticipated that 100 sectidns
will be erected within the mext week or so.

As a result of the wove, we have experienced some difficulty In
waintaining requests for Intelligence Information Reports on & cur-
rent basis. There is, st present, & backlog but every effort is be-
ing made to get on a current basis ss soon as possible.

Mail Control Section - Effective this month, laborers assigned to ™~ - - _
stice ce, which have worked with the couriers in deliver-

ing heavy bulk uaterial, wvas discontinued. As the result of this,

two scheduled operations which ordinarily would have been handled

by the couriers are now being handled by the Logistics Office. The

couriers are continuing, however, to handle delivery of the KIS
waterial.
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C. PROJECT STATUS REPORT

Project 1-53 - Recordis Mansgement Survey of the Office
' of the Director.

No further action pending & reply to report sube
witted 8 April 1953.

Project 3-53 ~- Preparatios of s cowprehensive schedule
for the disposition of {'iscal records.

There has been no change in the status as re-
ported last month.

Project 4+53 - The survey of the Office of Operations
(Contact Division) has been transmitted
to that office for counsideration anmd
concurrence.

Project 5-53 - The Correspondence Manual has been
printed and will be relessed to distrib-
ute for concurrence within the next few
days.
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D. WORK IMPROVEMENT PROJECT .

: Project .53 - Preparation of Handbook setting forth
o procedures of the Mail Room. (Cowrier
service and wessenger personnel of the
Muil Control Section.)

The initial draft of the Handbook has been
finished and represents s very couplete and
S -+ detailed procedure of wail and courier oper-

- - ations. Sowe editing will now de necessary

‘ : t0 determine vhat part shall be extracted for
issuance to foru an Agency Eandbook with the re-
mmrm t0 be issued as an internmal procedural
wanual. :
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SECURITY INFORMATTION
MONTHLY HEPORT - MAIL CONTROL SECITON
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Cetober 1953 , ,
THIS MOKTH T0_DATES
1, INCOMING MATL:
B
{a) Delivery by Fosbt Office | 21,480 85,476
{v) Picked up from Post Office by courier - 2,4k9 8,170
{¢) Picked up from City by cowrier 3,870 18,293
(d) Letters: ‘ S
Recedved 6,124 23,642
Recorded ' '
{e) Undeliverable (held in Mail Room 20 20
2, OUIGOING MATL:
f - Y o g N a2
{a) FPicked up Yy Post Cffice ( 1,547 52,616
{b) Deposited in Post Office hy cowrier 15;§g0 h7:572
(¢) City beliveries 5,220 22,93
{d) Penaliy %ndisia Used
(1) CIA 2,209 9,Lli3
ot G s ’
(2) FBIS 6,211 23,h74
. (3) ssU 1 [3
(8) Pestage Bxpended 3,672478 13,627.10
50, COURLIER SHRVICH:
4 y “w e a
{a) Scheduied Tvrips
{b) Spesial Trips - Within Agency 1’23& i’%ﬁ%
‘ (1Y Delivered hy foos "8l ’363
(2) Delivered by vehicle 223 8L
{c}) Other Agenscies 133 ua
{d) Trips cubside erea 3 26

fon

(1) Total time

TTLE ACTIVITY?

{a) Cheeking courler receipts
11 Total tive

59 hours 5 Min,

15
6 hours 15 min.

399 hours 53 min.

9l |
32 hours 45 min.

{b) Requesis for Administrative Tiies 1 37
(1) Reguests Ti’led 1 27
() Requests undilled 0 10

fegruttoen::

(a)
{b)
(o)

Couriers
Mgil Clerks
Mess mngers

25X1

6. PARATIONS:

{a) Couriers
(b) Mail Clerks.

{¢) Messengers
*

* The {igures ilpphdsedrorRetedse aemqu?ﬁ%ﬁﬁmp7%%0960995@06&%@1 yeaxrs
¥ )t,\i}.“u ﬁJ\ )
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7 -ONTHLY REPQRT - DISTRIBUTION DATE
! Cetober 1953

THIS MONTH TO DATE*

19
1.  INTELLIGENCE & INFORMATION REPORTS 1952 1953
a, Request for Supplemental Distribution
b. Intelligence Reports: 240 Léy 2081
Received ( Coples 14,8 ) V\ ,
Distributed ( Copigs gﬁg 6§§ ngg
Returned ( Copies 77 «?1 X 1099 616 3296
¢c. Information Report
¢ Received ( Copiesyemn ). X A
Distrivuted ( Copl8a®. .~ ) - 630 Lsi0 17285
2271 1151 210L  67hO
2. ADMINISTRATIVE ISSUANCES
a. Request for Supplemental Distribution
" b. Regulations €7 30 168
(1) Initial Distribution
( Copies ,
(2) Supplemenfgg Dlstribution 7 n 3

( Copies 21k ) oL3 - 202 895

c. DNotices _
(1) Initial Distribution
{ Coples

(2) Supplemen€§§9Distribution 1 10 38
o ;
L Goptes 59 ) 25 1 157
d., Other
(1) 1Initial Distridbution
( Copies ..,
(2) Supplemenf§§hgistr1bution 1 L 10
{ Copies ) |
o 37 0 i
* The totals in the "T0 DATE" column will revert to O at the end of

each fiscal year and, starting with July 1952, will always reflect
cunulative totals for the fiscal year of the report,

*% The July through September total of informatioh reports received-
is included in the total of Intelligence Reports received.
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; _ ‘ONTHLY REPORT - RECORDS CENTER DATE October 1953

) ( THIS MONTH TO DATE*

1. Records Storage (all figures. in
' cubic feet)

(&) Received 107 794
(o) Distroyed 2
(¢) Storage Space: (Total) - 9L70
Records . 9
Dist. Material 5211
| Committed 0
- : Avaiable’ w
2, Records Referepce
(a) Service Requests 135 526
(b) Items on Requests : 363 1789
3. Inter-Agency Reference Service

(a) Requests

* The totals in the "TO DaTE" column will revert to O at the end
" of each fiscal year and after June 1952, will always reflect the
cumulative totals for the fiscal year of the report.

w#  Shelving has boen reccivel gnd should be ciseted in time for an
accurate report next month,
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